o S Approved For ReleaSe 2000/08/22: CIA RDP61 00274A000200190020 4 E
,.., T IR f LN

STANDARD FORM NO. 64

.

O]j'ive Memamndzzm + UNITED STATES GOVERNMENT

TO Depu'by;_Direc‘bor DATE: 29 October 1547

FROM : Execu‘blve for AsM ' 3

{
i
§
1
E
1
i
i
q
1
3
1
3
q
N

SUBJECT: Forms for 0CD ' o i

unnecessary foms, f:.les, procedures and delays to the extent compatible with
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2. 8. OCD has requested reproduction of two forms* for use as indicated
belows

1. I have placed a centra,l control on all published forms to eliminate i
§
i

(1) Inclosure #2 = Dissemination order involving initial supply
of copies of an ORE report .
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(2) Inclosure #3- Dissemination order involvlng dlstrlbutlon of

repor‘h alrea.dy in stock- Y2 7,_& ol Jico f/ on.
' Num'ber of copises ' R R -y~ A e
5 ) _ L Number of files in OCD - L -— 3 ()44_””
3 S Number of files in ORE ) - 1

. . Number of files in Central Records -
. , S, B _:Specia.l report by central Records Bl
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b Inclosure #4 establishes an internal OGD procedure as’ mdn.ca‘bed
belowz S mw%ﬁhwﬁ/3%%%#am mﬁﬁ/ﬂv&«—u ﬂ/éu. (f"ré""“

(1) Order' prepared by Dissemination Branch ‘and sent to Requ:.rements“"f““ ‘
Branch’ ol atornl T Ao eonesnid,
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: ( 3) Assi.s'tant Dz.rector reviews and signs order and ends to Adm:m— .
istrat;.vq Off:.cer to dzstr:.bute as 1ndiqat?§z oy Pt 3 zym /“‘"”“’C

1‘ - ‘Dissem:.ne:bion Branch OCD o
1 = Assistant Director’s file, OCD

). Cen i:’é;'l'—""Rec‘Ords'.fE‘iIes one oopy: and 1indorses" the' other ‘back to
pliance and remm.ning J.nven'!:ory. 77{”/,., 4(,,./4,‘«/«1 erZia/" A«w«-
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IR Number of copies ‘ -5 ‘ '
- Number of files in OCD ' = 3l supan T apudls, /J« .
‘ : Number of files in ORE . == 1 "‘;ﬁ“z;’“&*ﬂ@*?;"“/w”’” -
& ; A Number of files in Central RScords —= 1 - >
‘ T 7 . Special report b Central Records - 1- NoTw speeisl jile = Ui pagon togr
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(2) Requirements Branch revi/éh and: sends. to. Assistant Diréctor, %4% -

i
i




e R e

Approved For Rele/gse 2000/08/22 : CIA- RDP61 00274A000200190020 4
L } .

v 1]

-'2 - . e 1
3. &+ The Managemen'b Branch has proposed 8 simpl:.fied method to OCE as
indicated below (See Inclosure #)a T ‘meme‘&d :mw&;
(1) One form suitable for both purposes an MWM/@% Yo T

o torrasclic/,

- (2) 3 coples only to be used in each case:
1 - To Central Records for action

1l - To ORE for information /w m@ﬂ/ </ AU*; a ol ,

- 0 No ;
l To remain in OCD ms-& /»;A 71; lid sl s L jo £
/deomuaﬁc ui’fmﬁd-,\f./qﬁ,{ﬂ 5
b. The method proposed involves the following prooedural 8 epss

1) Preparation of form by Dissemination Branch . o el s o —
“‘{‘f il '{‘ Mlesa &, ")%2) Retention of OCD copy by Dissemination Branch 1411 Ma/%u why o B GREy
(3) Original and one copy direct to Administrative Officer formrl»gl

distribution tos WW»&?@W J&?LJ Prsae
ORE =~ 1 copy for information y, iralisolin, sy Seprliig iy MG B
' Central Records -= original for action oy suloderntie, Snicre

/Zzzmjlﬁ%a&w& h’/mM@h “"n"?
c. Management method is based on the essumption that -- Z/é.u % 6”“
Jreeline Ue Boot bl BEE Bs z&wx&. B
, (1) A major brench chief of OCD who holds s .P=-8 grade cen be held .PWeews [z
responsible for determining what internal coordimation is hecessary and mﬁ ‘
accomplishing it prior to preparation of Dissemination Order. :
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(2) The responsibility for carrying out the Dissemination Order “"“”‘W
when received is that of the Chief of Central Reoords, and that ocp <@/
should assume that correct action has been taken unless otherwise .
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(3) ocCD, by simple arlthmetlc, can maintain inventory f;. )
without requiring recurring reports. C’@;@.M}SW aa-.MT V Aﬂ%z;%

(4) It s 'bhe ‘desire of the Director tog

(a) Keep duplicate files to an easential minimum, reducmg
manpower and equipment requlrements and lowering our opera‘l;:z.n costs. .
(b) Expedite ali sotions by reducing tm%"essen emenes,
the number of times each paper is handled enroute: to the e.otion point.
SRpptatalove grpninT’
(e) ‘Require individuals holding senior supervisory positions
at a P-8 level to assume reasonsble responsibility for the eorreo'b-'

ness of their actions and decisionse .ﬂﬂ ”_% iy .Sp B4 )
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An oyerall menagement survey has been made of OCD and the result:.ng
study is now in the hends of the Assistant Director for his comments. As this
study contains proposals for cons:r.derable streamlining of internal OCD proce-
dures, it is recommended that additional non-essential procedures be not now
established. OCD now has@ formé of record im this office. -

5. Indorsement for’ your gignature has been prepared and is attached for
your decision. / '
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